Adobe Conversion Settings in Word

Section 508: Why comply?
It’s the right thing to do:

11,400,000 people have visual conditions not correctible by glasses.

[ ]
e 6,400,000 new cases of eye disease occur each year.
e 2,800,000 people are visually handicapped from color blindness.
e 1,100,000 people are legally blind.
It's the law:

e Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as amended by the
Workforce Investment Act of 1998 (P.L. 105-220), August 7, 1998.

“I call on all Americans to celebrate the vital contributions of individuals with disabilities
as we work towards fulfilling the promise of the ADA to give all our citizens the
opportunity to live with dignity, work productively, and achieve their dreams.”

GEORGE W. BUSH
Proclamation, July 24, 2007
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Step I: Getting Started

e Using toolbars
e Naming files

A. Using Toolbars:

Microsoft Word uses menus, tool bars, icons and other controls to format documents, uses
special features, and tracks changes made for editing.

£ Pl shomi Horkup = Show - lf}t}a h}v...l‘??vus}

To turn on the tool bars:

Click on View; Toolbars.
Click on Formatting;
Click on View; Toolbars.
Click on Reviewing.
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=l tgoemal Formatting
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Reviewing Task Pane
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B. Naming Files

It's a good idea to name and save your file as soon as you start work. File names must be a
continuous string of characters. This string should not contain any special characters. The only
period in the file name should be the period that precedes the file extension. Special characters
are:

! Exclamation Point

, Comma

; Semi-colon

: Colon

? | Question Mark

() | Left or Right Parentheses
{} | Left or Right Brace

@ | Atsign
/\ | Left or Right Bar (Solidus)
= Equal sign

+ | Plus sign

Example:
Improper file name: June Monthly Report.doc

Proper file name: JuneMonthlyReport.doc or June-Monthly-Report.doc
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Step 2. Creating an Accessible Word Document

Accessibility starts with a properly formatted Word document. This section covers the proper
steps to make your Word documents accessible.

A.

Using style elements to format documents;

Adding Title, Subject, Keywords, Author, Company and Language to the document
properties;

Adding alternative text to images and other graphic elements within the document;
Using Tables;

Inserting hyperlinks;

Providing proper tab order and help text for forms

Use style elements to format your document

The use of style elements in Microsoft Word creates the necessary tags needed by screen
readers to navigate the document.

1. Use style elements to create headers:

Highlight the text you wish to format:

a) On the formatting toolbar, use the drop down menu to access the format style
you wish to use.

b) Select the style; the highlighted text will change to the format you have chosen.

c) Use Heading 1 for the document's title.

d) Use Heading 2 for the document's main section headings.

e) Use Heading 3 for subsection headings.

f) Use Normal for regular paragraph text.

g) Heading styles should be used only to indicate the hierarchical level of a title or
heading.
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O§ 508-PDF-Guide-Formatted-Edited(3).doc - Microsoft Word

P Fle Edit Wew Insert Format Tools Table Window Help LiveMesting AdobePDF  Acrobat Comments

: [ Mest Mow | i User Preferences... | Live Mesting Help = H i)

i A4 [T [=] el w10 R eIl e e = et s = s o S A
_ifr3l Heading 2 + Not Bold, Not Italic 3
e Heading 2 + Not Italic
Heading 3 1
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HTHL Code
Hyperbuk a |
Left O, Hanging 05", Before: 5 pt, Afler 5 pl TIP:  Innormal text, emphasize
Lot 028 wiords by using bold andfor
Lo 05" increase font size to show text
Left 05, Hanging: 1" i emphasis. Use heading styles only
mewshvise : for headings and sub headings.
Normal 1
[

2. Accessible Templates: If you use the same type of document a lot, you can turn the
document with the appropriate structural markup into a template that can be used
multiple times without having to reinvent the accessible style.

3. Lists: Use Word'’s Bullet and Numbering preformatted lists as a tool to make your lists
accessible.

a) Select the items to which you wish to add numbering or bullets. (Each item should be on
its own line, i.e., in its own paragraph.)
b) Click Numbering or Bullets Buttons in the Formatting toolbar.

B. Document Properties: Add Title, Subject, Keywords, Author,
Company & Language.

The Title, Subject, Author, Keywords and Language are important elements of any document.
They are used by search engines and screen readers to find and identify content in documents.

The document properties form may be displayed by:
1. Clicking on File;

2. Then Properties;
3. If Properties is not visible, click on the arrows to expand the pull down menu;
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@ Document? - Microsoft Word

File | Edit  Miew Insert  Formak  Tools  Tahble
EF Open... Chrl4o
Save As...
Page Setup...
|2 Prink Preview
=4 Prink... Ckrl+P

Use the arrows to
expand the pull
dowen menu.

Ui Document? - Microsoft Word

| File | Edit Wiew Insert Format Tools  Table
| open... Chl+ )

Save B, ]

Page Setup...
Print Preview

]
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4= Frint.., ChlHP o f

Properties

Having used the
arrow, Properties now
appears and you can

e
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4 i

select Properties to

PG \_I format elerments.

4. Select the Summary tab when the following menu is displayed:



Step-Four-PDE-Requirements. doc Properties @

Zamments:

Hyperlink
base:

Template:  Mormal.daok

D Save preview pickure

General | Summary | Skatistics | Conkents | Custom

Title: ;Web Guidance
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Author: | HHS/WCHMD
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[ o || concel
5. Complete the form as follows:
Title: The title of the document.
Subject: Brief identification of the subject of the document
Author: Your Office, Division, or OpDiv.
Company: Set to “HHS".
Manager: Optional
Hyperlink
Base: Optional
Category: Optional
Keywords:

The keywords are associated with the document during a search and will
effectively rank the document for relevance. The closer your keywords

are to the search words the user
enters, the higher your document
will be rated in the search. When
using multiple keywords, separate
them with a comma. Be sure to
choose words that are relevant to
the content.

HINT:

Yiewing Tag Clouds for related
YWeb sites can help you choose the
best keywords. Ask your WCD
liaison for mare infarmation.
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Comments: Optional; if included they should be appropriate and meaningful for the
general public.

Unfortunately, MS Word does not set a default language. You need to specify the primary
language used to create each document.

1. Click on the “Custom” Tab to add language. The following window will be displayed:
ManualTemplate. doc Properties E|
| General | Summary | Statistics .Cantents_ Custom _
Marne: :Language .! Add
| Forward ko |
Gru:qu 1 Dielete
Mailstop il
[Makker
|Office )
Type: Text v
Yalue: Engllshl | [CJuink tar conkent
Properties: | Name 1 vaie Type
[ (o] 4 l [ Cancel ]
2. In the Name field, use drop down menu to select language from the list.
3. In the Value field, type the language used (typically “English”).

4. Click the Add button; finish by clicking OK.
C. Add alternative (alt) text to images

Alternative or Alt text is required for all images in a document.
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Cut

|
.

53 Copy
b

Paske

Show Picture Toolbar

Borders and Shading...

Captian. ..

|‘5;3|r Format Pickure...
-5

Hyperlink. ..

1. Right-click on the image;
2. Select Format Picture.
3. The Format Picture dialog box will appear. Select the Web tab.
4. In the Alternative text box, type in the description of the image.
5. Click “OK”.

x|

Colors and Lines | Size I Layout I Picture I Texk Box Wweb |

Alkernative kext:

Father and daughter having a fun time sledding,

HINT: Descriptions for images
should be easy to understand,

eb browsers display alternative text while pickures are loading ar if they using simple terms. CDFI"."E'_'." the
are missing.  Web search engines use alkernative kext ko help find Web information that is represe nted
pages, Alternative text is also used to assist users with disabilities,

in the picture, graphic or
illugtration. Remember that the
alternative text is what 2 screen
reader is "saying” to the

| dizabled uger.

(a4 | Cancel

Note 1: For decorative images without meaningful content, alternative text should have a
space, “ “ inserted in the alternative text box.

1. Open the alternative text box (as above);
2. Hit the space bar once;
3. Then click on “OK”.

Note 2: Background images or watermarks do not have to be tagged. When the document is
converted to PDF these images will not be detected and will not have to be tagged.

10
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D. Use Long Description for Charts and Graphs

In some instances, an image is too complex to describe in a few words. Charts and graphs are
primary examples of such images. Although there does not appear to be any limit to the length
of text in an “alt” attribute, “alt text” is meant to be relatively brief and to the point.

By including the long description in the graphic you will add information that can be used by all
readers, not just those with disabilities. See how this is accomplished with an image of a graph:

Percentage of Total Noninstitutionalized Population
Age 16-64
Declaring One or More Disabilities

[
=

18.6
18 BTotal declaring one or more
disabllities

16 BSensory (visual and hearing)
L
o E OPhysical
- 512
o g =
T "
¥ E E 10 OMental
n
N - T
E .m@
o~ 8 W Salf-care

i
55°
o [
@ Difficulty going oustide the
4 hame
2.3
2 B Employment disability
1]
Types of Disability
Description:

The above bar graph shows the percentage of total U.S. non-institutionalized population
age 16-64 declaring one or more disabilities. The percentage value for each category is
as follows:

Total declaring one or more disabilities: 18.6 percent

Sensory (visual and hearing): 2.3 percent

Physical: 6.2 percent

Mental: 3.8 percent

Self-care: 1.8 percent

Difficulty going outside the home: 6.4 percent

Employment disability: 11.9 percent

(Data retrieved from 2000 U.S. Census - external link)
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E. Table Usage

Microsoft Word does not provide an easy method for creating accessible tables. If you have
complex tables it is highly recommended that a description or explanation of the table contents
be included in the text of the document. If at all possible, construct the table so it will read
logically from left to right, top to bottom order.

F.  Hyperlinks in Documents

Hyperlinks should be active (they turn blue) when they are copied into the document. If the links
are not active they may be made active by using the “Insert Hyperlink” command.

1. First highlight the text that needs to be made active;

2. Then click on Insert;

3 Then Hyperlink (Ctrl + K) - or click on the icon that that has a chain overlapping the
bottom of a ball.

vt | PrepareWordFl. doc - Microsoft Word

! File Edit Wew Insert Format  Tools  Table  Window Help  Adobe PDF Acrobat Comments

RN N NESENNT BN - W EEN: . W A 4 MmE=E ala
i A4 Heading 1 - Arial - 16 v||F|J{ u | — e e
: Final Showing Markup = Show~ | 43 @3 o « w3 | leonito heat &
' Hyp erlink

G

You can also right click on your mouse at the point where you wish to insert a hyperlink, and
select “Hyperlink” from the dropdown menu. It is strongly suggested that you copy and paste
the hyperlink directly from the Internet page to avoid making mistakes when typing the URL
manually.

HINT: Best practice for the insertion of & hyperlink is http:4 and then the

address.
This: hitt g A, b bis o
Mot this: wanewye hihs. qovf or Click here

12
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Step 3. Preparing Word Documents for PDF Conversion

Make sure the document is properly formatted (from Step 2):

¢ File names do not contain spaces or special characters.

e Document Properties are filled out;
e Hyperlinks and e-mail addresses all work.

Then check the following conditions:
e All edits must be accepted;

e Track Changes must be turned off;
e All Comments must be removed,

A. All Edits must be accepted:

The icon for accepting edits is located on the reviewing tool bar (See Sec. 1-A), and is
displayed as check mark on a page

Popls Bt Wew Jreet Fgmst ook  Tghle  Window Help  Adobe PDE Acrobat Comments
fedud e i3 et LS8 B S92 3 T M AR e - | ugead
| 44 Headrg 1 4+ 17 » Acid -1z -/ B 7 U [EE W= =icEgE-2-A-0

! Firal Shisnn Markup -M-Fﬂaj o e _ﬂl

Reviewing Accept Changes
Tool Bar lcon
Changes may be accepted by:
1. Clicking on the Accept Change icon,

2. Then selecting Accept All Changes in Document from the drop down menu.

Dalsr-la¥- 2=

ol Accept Change

Accept all Chanoes Shown

Accept all Changes in Document: ;
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B. Turn Track Changes Off:

Check to see if Track Changes is on or off. Track Changes is a toggle. If Track Changes is on
(see example below), click the Track Changes Icon. The indicator for Track Changes is located

in the “Status Bar” displayed at the bottom of the Word window.

HINT: if Track Changes is on,
the icon is highlighted with a
lined box around the ican.
When turned off, the outlined
hox disappears.

Status Bar (at the bottom of your window) with Track Changes indicator turned on:

ak 59" Lm 13 Cal 2 RECE [TRK| it e | EBE

Page 2 Sec 1 217
y -

Status Bar With Track Changes
Indicator Turned On

Status Bar with Track Changes indicator turned off:

Page 2 Sec 1 217 Ak 5.5" Lm 11 Caol 40 R [RE | E I 5 4

P _
Track Changes Indicator
Turned Off

If Track Changes is on (see above), click the Track Changes Icon.

The icon for Track Changes is located on the “Reviewing” tool bar and is displayed with a star
on the corner of a document and pen.

i A4 Normal - Arial -10 - B I U ||E§|
! Final Showing Markup = Show~ | #3 22 v - %2 - | A2 - | 5|

A= i—
= - il =
e

*:

ML
L ]

Track Changes Icon
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C. Remove All Comments:

Note: Always perform this step. Comments may be hidden.

To remove comments

1. Click on the Reject Change/Delete Comment icon:

Il
1
i
Il
&

! Marmal ~ Arial -10 - | B I U|E=E=
 Final Showing Markop = Show~ | #3 23 o -~ 83 - | 3% - | 3| &

Delete Comment lcon

2. Select Delete All Comments in Document from the drop down:

ela -l 2=H
;'1-.'__} Reject Chanage/Delete Comment
Reject 8l Changes shown

Reject All Changes in Document

Delete All Comments Shown

Delete All Comments in Documenk h |

i
Delete All Ink Annotations in Document

D. All Formatting Marks Turned Off

All formatting marks must be turned off.

1. Click on Tools;
2. Then Options to display the Option Menus.

15
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Tools | Table FlashPaper windov
?’ Speling and Grammar...  F7

Macro k

Options.,

I
Moy

Formatting marks may be found under the View tab. Ensure that all formatting marks are turned

off.
Options 2 EJ
Security _Spelling B Grammar Tr_ack Changes
User Infarmation Cc-n_'upatibility File Locations

e I O Il I
Shiow
Startup Task Pane Smark tags windows in Taskbar
Highlight Animated text [ Field codes
[ Boakmarks Harizantal scroll bar Field shading; 2
Status bar werkical scroll bar \pivhen selected W
ScreenTips [ picture placeholders . B

Formatting marks
[ Tab characters [ Hidden text
[ 5paces [ optional hyphens
[ Paragraph marks Jal

Print and Web Layout options
Drawings ! r | e
[ object anchars [ Backaround colors and imY e (Prink view only)
[] Text boundaries Werkical ruler (Print wiew only)

All of these
boxes

. should be

. unchecked

Cutline and Mormal options :
[ wrap ko window Style arga width:  |Opt
[ Craft Font:

]

O ] [ Cancel

E. The Print Layout View

The Print Layout View must be turned on.

1. From the Standard tool bar located at the top of the Word window,
2. Select View;
3. Then Print Layout.

16



Adobe Conversion Settings in Word

Wiew | Insert  Format  Too

=|| Marmal
= eyint Lavour

Todlbars 3

| Header and Footer

¥

Before you start conversion, be sure to SAVE your work!

F. Adobe Conversion Settings in Word

o Basic Requirements TIP The "File; Print* method of creating a FOF in any

e Conversion Settings apahcation will not transfer any of the tags that may

e The Conversion have been inserfed in your oniginal document and
does not create & 508 comphant file.

1. Basic Requirements

Adobe Acrobat Professional version 8.0 must be installed on your computer in order to properly
convert Word documents to PDF format. If you have version 7.0, you must upgrade to version
8.0. Acrobat no long supports Adobe version 7.0. If Adobe Acrobat Professional has been
installed, “Adobe PDF” will appear in the top menu bar.

i File Edt Wew Insert Format  Tools  Table  Window Help  Live Meeting  Adobe PDF  Acrobat Comments

R N= R W T WE W A oW R e AR, S iz Egaqjq[mu% vﬁg@ﬂ-JJEEad

3. ¥

- # == — = = o ad

Adobe PDF will
appear here

2. Conversion Settings

Before creating a PDF document, check the conversion settings for Adobe PDF in Microsoft
Word.

a) Click on Adobe PDF located in the top menu bar, usually at the end of the bar;
b) Then select Change Conversion Settings.

17



Adobe Conversion Settings in Word
| Adobe POF | Acrobat Comments

Convert ko Adobe PDF

| Convert bo Adobe POF and Email
7 Convert ko Adobe POF and Send For Review

Change Conversion Settings

| Mail Merge to Adobe FOF

: Skart Meeting

The following window will appear:

24 Acrobat PDFMakor

Be sure that the
Conversion Settings are

. set to "Standard " Use
Covearsion Sallings: -ﬂ.rd.yﬂ_:i} L

) Ui these AT T N the pull-down menu to
; and printins) of business documents, Created FOF documents canbe opered = = select the correct

[Z] voew Audobe POF result setting.

POFtLer Sothings

[#] Proempr for Adobe FOF e name
[Z] Coerveet Daeumact Information [ Advenced settings .. |
[Clcreste PO A-12:2005 comglant File
Appication Settings
] attach sowrce Fils ko Adobe FOF
[] & Bobmmarks b Adcbe POF
[] Add Links to Adobe PDF
[#] Enable Accesskaity and Reflow with bagged Adobe POF

® D) 1967-2006 Adobe Sytesrd Incorporabed snd s beardors. Al nghts ressryed,
ri‘ Audobe, the Adobe loga, Acrcbat, the Adobe POF koo, PostScriph, and Reader
are hracdemmarks of Adobe Systems in the Unked States andfor other countries,

Coc JC o )

Be sure the following items are checked:

Settings:

M View Adobe PDF result

M Prompt for Adobe PDF file name
M Convert Document Information
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Application Settings:

M Add Bookmarks to Adobe PDF

M Add Links to Adobe PDF

M Enable Accessibility and Reflow with Tagged Adobe PDF

Click OK to return to the document.

Once the settings have been changed and saved they will be applied to future conversions to
PDF.

3. The Conversion

To convert the document Click on “Adobe PDF” and select “Convert to Adobe PDF” from the
menu.

adobe POF | Acrobat Comments

|'_: Convert ko Adobe PDF

:J;—I Convert ko Adobe POF and Email
P Convert ko Adobe POF and Send For Review
Change Conversion Setkings

E}: Mail Merge to Adobe PDF

L] Shark Meeting

You will be prompted to Save the document; once the conversion is complete, the PDF will be
opened in Adobe.

You now have a document that has been converted to PDF. The document now needs to be
checked for 508 compliance in Acrobat Adobe Professional 8.0.

19



Preparing PDFs for Posting
Step 4. Preparing a PDF For Posting

A. Using Toolbars:

Menu Bar Tasks Tool Bar

i PrepareWe d.pdf - Adobe Acroba’ Professional |ZIE|E|
x

File Edit Yiew " Document Comments Ffms  Tools  Advanced Mindow Help

‘@j Export = é;:}StanMeaingv ﬁSecure' ﬂS\gn' FDrms' _:_?Review&CDmmerd'
Nl S -Arﬂn iy J'C Y = N %ﬁ B« o

l 3
Fil igati i
ile Tool Bar Page Navigation Select & Zoom Page Display Advanced Editing

b b

PR ol g
: wa Create POF = EI}Q Combine Files =

Adobe Acrobat 8.0 uses menus, tool bars, icons and other controls to format PDFs. It also uses
special features, and creates additional accessibility functions.

You are now ready to prepare the converted document for posting on the Web.

1) Document Properties
2) Bookmarks

3) Hyperlinks

4) Accessibility Tags

5) Accessibility Report
6) Review Tags

7) Edit PDF Tags

8) Reading Order

9) Reduce File Size

B. Document Properties:

PDF Document properties are very similar to Word Document properties. Word document
properties will transfer to the PDF document properties.

If you receive a PDF and are not sure if the source was formatted correctly, then check the
properties by following the instructions below.

PDF Document properties may be displayed by clicking on “File”, then “Properties”.

20
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7] PDFforDemo. pdf - Adobe Acrobat Professional

M Edit  View Document  Comments Forms  Tools  Adwvanced  Windo

[~ Open... 40 start Mes

k&

CQrganizer L4

=5 Create PDE 3
gﬁ:l Combine Files. ..

2] Stark Meeting. ..

Save fs,., Shift+Chrl4+5
'ﬁ' Save as Certified Document. ..

G_B Expart 4

Attach ko Email, ..

Close Chrl+ine

P_r_operties: i Chrl+D

Print Setup... Shift+Ctrl+P
=4 Print... Ctr4p DOT act:
'E:? History '-

1 DMy Documentsiwordwkl,. . \PDFForDemo, pdf

The following tabbed menu will be displayed:

Document Properties

Description i_Security || Fonts | 1nitial iew | Custom | advanced |

Drescripkion

File: MIH-BasicRequirementsy,pdf

Title: ]Conversion Process

Authar:  |OS/ASPA

Subject: {F\dobe Settings in Word For PDF Conversion

Keywords: Adobe; Settings; Conversion; Word

Created: 11f20/2007 3:29:45 PM additional Metadata. ..

Modified:  11/21/2007 10:53:54 AM
Application:  Acrobat PDFMaker 8.1 Far Waord

Advanced
PDF Producer:  Acrobat Distiller 8.1.0 (Windows)
PDF Wersion: 1.7 {Acrobat &.x)
Location:  C:iDocuments and Settingsilisa.kruppaiMy Dacuments) 508 WorkingCopies!
File Size: 129,59 KE (132,704 Bytes)
Page Size: 8.50x 11.0010n Mumber of Pages: 2
Tagged PDF:  Yes Fast Web Yiew: Yes

-
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Description Tab:

File: Displays the name of the file.

Title: The title of the document.

Author: Your Office, Division, or OpDiv.

Subject: Brief identification of the subject of the document

Keywords: The keywords are associated with the document during a search and will
effectively rank the document for relevance. The closer the search words match
your keywords, the higher the document will be rated in the search. When using
multiple keywords, separate them with a comma. Be sure to choose words that
are relevant to the content.

Language: To add language click on the “Advanced” Tab.
The following window will be displayed.
Under “Reading Options” use the Language dropdown menu to select the
appropriate language.

Document Properties E|
| Description | Security | Fants | Inital View | Custom | Advanced |

PLF Settings

Base LRL: |

Search Index: | Browse. .. ] [ Clear

Trapped: lUnknown w |
Print Dialog Presets
Page Scaling: [Default |
DuplexMaode: | Simplex ~|

Paper Source by Page Size: |:|

Print Page Range:

Mumber of Copies: !Default vi

Reading Options

Binding: i.LeFt Edge v]
segET—

Language: EEninsh us M | Here

5] [

C. Bookmarks:
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Bookmarks are a collection of direct links to content within the document. They provide users
with a means of navigating the document. Any PDF document over 9 pages must have
bookmarks included.

Bookmarks may be displayed by clicking on the bookmark icon.

7| PDE-Fl.pdf - Adobe Acrobat Professional

File Edit View Document Comments Forms Tools Advanced Window Help

I.‘#J Create PDF = ’:EJ Combine Files - @ Export ~ ﬁF‘l Start Meeting - ﬁ Secure T }g Sign = D Forms = v? Review & Comment =
.d’: L f : 1

= = = I I'E&r\_}’ : “‘*'w;d S

D Bookmarks

E‘ u i Options

Appendix E — Preparing PDFs for

Closes the bookmark pane

4y are instructions for PDF documents for submissi
lntemet NOTE You must have Acrobat Professional to make
document.

+ Document Properties for Subject. Title and Keyword
the Author field to NCUA

o All hyperlinks and e-mail addresses must work.

* Any document with more than 9 pages must have bt
navigation. The bookmarks must provide logical nav
document.

- Thon TMadiea Tila Cima? foometiiom meaet bos emoome cmlaoed

Bookmark leon - Opens the
bookmark pane

Separate training for Bookmarks will be provided.

D. Hyperlinks in PDF Documents

Active hyperlinks set in Word will transfer as active links in the PDF. Hyperlinks must be tested
to ensure the link is not broken and that the link is going to the intended web page.

If hyperlinks are not active or need to be changed, follow the instructions below.
To insert a hyperlink into a PDF document:

1. Select the “Link Tool” found in the “Advanced Editing” tool bar.

i PDFforDemo. pdf - Adobe Acrobat Professional

File Edit Wiew Document Comments Forms Tools  Advanced Window Help

:;_J Create PDF = EEJ Combine Files - @ Export = ﬁF‘J Start Meeting - ﬁ Secure * f Sign ~ |_—I Forms = v:? Revies: & Comir

-

osa0 es i o8 e~ Ela -
kR F @Wimﬁ&"

Marquee select text or an object with the Link tool to create
a new link at that location
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2. A set of “cross hairs”, which resembles a “+" sign, will be displayed in the window.
Use these cross hairs as your cursor to highlight the text to be linked.

The Create Link Dialog box will be displayed.

Create Link [z|
Link Appearance
Link Tvpe: | Wisihle Rectangle  » i Ling Style; .Snlid—v
Highlight Skwle: ! Invert w : Calar: @
Line Thickness: i Thin w i
Lirk: Action

(G0 ko & page view
1 Open a file
(%) Open a web page
{3 Custam link,

Mext l [ Cancel

Select “Open a web page” in the “Link Action” section of the dialog box.
Click the “Next” button.

Another dialog box will be displayed requesting the link.

Enter the link. (It is strongly suggested that you copy and paste the hyperlink
directly from the Internet page to avoid making mistakes when typing the URL
manually.

7. Click “OK”.

o gk w

Edit URL X]

Enter a URL For this link:

! kg e hihs

gow

Ok, ] [ Canicel ]

TIP: A hest practice is to use hitpof
in the hyperlink address.

Example: "http it hs . gow®,
not v hihs. ooy or "Click Here"
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E. All documents must have accessibility tags

Accessibility tags are critical for assistive technology to “read” a document.

Many times these tags convert over from the Microsoft document into PDF. However, do not
assume that they will automatically do so.

To check for accessibility tags, view the document properties:

1. Click on File, then Properties.

& PDFforDemo. pdf - Adobe Acrobat Professional
=8 Edit Yiew Document Comments Forms Tools Advanced  ‘Windo
[ open... ol

Organizer L4

AL Pt
=8 Create PDE (8
@ Combine Files...
e

(] Skart Mesting.. .

Save As... Shift+Ctrl+35
& Save as Certified Document. .,
G.-El Export L4

Attach ta Email, ..

Close Chrl+n

Propetties... CErl+D

Print Setup... Shift+CtrH+P
[P Print.... Ctr+P ROT acty
k%] History 4

1 Di\My Documentsiwordwky, . \PDFforDemo. pdf

If the document has accessibility tags they will be displayed under the Description Tab.
Tagged PDF: Yes
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Document Properties g|
Description | Security | Fonts || Initial View | Cuskom | Advanced
Descripkion

File: Prepareword.pdf

Title: JPrepanng ‘ward For PDF Correersion

futhor: [0S{ASPA

Subject: {Preparing and Converting Word documents to PDF

Keywords: "PDF, wOrd, Accessibility, 508 Compliance”

Created: 1/8/2008 10:52:32 AM Additional Metadata,

Modified:  1/8/2008 10:52:38 AM
Application:  Acrobat PDFMaker §.1 for Wtord

Advanced
POF Producer:  Acrobat Distiller 81,0 (Windows)
POF Yersion: 1.4 (Acrobat 5.)
Location: C:\Documents and Settingsilisa.kruppaiMy DocumentsiS08 WorkingCopies!
File Size:  8.79 KB (9,001 Bytes)

Page Size: 8.50x11.000n Mumber of Pages: 1

Tagged PDF:  Yes \ Fast ‘\Web View: Yes

Tagging Indicatory

If “Yes” is displayed, click “OK” to close Document Properties.

If the Tagged PDF indicator is set to No, you must insert accessibility tags:

1. Select Advanced from the Main Toolbar;
2. Select “Accessibility”;
3. Then select “Add Tags to Document”

LN Window  Help

A sign & Certify »
[ =curity »
Security Setkings...

Manage Trusted Identities. ..

Enable Usage Rights in Adobe Reader...

Print Production 4
Redaction 4
Document Processing 4
Web Capture 4
Accessibility
PDF Cptimizer, [% Quick Check Shift+Ctrl+6
o7 Preflight. . Shift+CEr- Full Check. ..
Compare Documents. .. Open Accessibility Report. ..
Add Tags ko Docurent
I Run Form Field Recognition
Add Tags to
Document

TouchUp Reading Order, ..

Setup Assiskant...
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A wizard will add the needed accessibility tags to the document. Once a document has been

tagged it must be checked with the accessibility reporting tool in Adobe Acrobat Professional.

F.  Run Accessibility Report

The accessibility report will provide information on most tagging problems.
To run an accessibility report:
1. Click on “Advanced” located in the Main Toolbar;

2. Then click on “Accessibility”;
3. Then “Full Check”

PEEEEEEN Plug-Ins  Window  Help
A sign & Certify 3
.-.!:i Security 4
Security Settings. ..
Manage Trusted Identities. ..

Enable Usage Rights in Adobe Reader. ..

Print Production L4

Redaction L4

Cocurnent Processing 4

web Capture 4

Accessibility:

PDF Optimizer. .. Guiick Check Shift+Cerl+6
=78 Preflight. .. Shift+Ctrl-+2 Eull Check. ..

Compare Documents. ., Open Accessibility Report. .,

Run Form Field Recognition

TouchUp Reading Order...

Setup Assiskant. ..
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The following default window will appear:

Accessibility Full Check

Report and Comment Options

Include repair hints in Accessibility Repart

DCreate camments in document

Page Range

(=) &ll pages in document ) Pagss from to

Checking Options

Mame: | Adobe PDF

[¥] Alkernative descriptions are provided

[#] Text language is specified

[¥]Reliable character encoding is provided

[¥]all cortent is rontained in the document struckure
[¥] &ll Form Fields have descriptions

[¥]Tab order is consistent with the structure order

[#]List and table structure is carrect
Select Al Clear all

Disclaimer

[¥] create Accessibility Report  Folder: CiDocuments and Settingsilisa.. . \My Documents

Select location to
save the report

X

Hide Disclairmer

warrant that your documents will comply with any specific guidelines or regulations,

The Accessibility Checker can help you identify areas of your documents that may be in conflict with
Adobe's inkerpretations of the referenced guidelines, However, the Accessibility Checker does not check al
accessibility guidelines and criteria, including those in such referenced guidelines, and Adobe does nat

—; Start Running the Report> [ start checking | [ cancel

Make sure the report is saved to the correct folder on your computer.

1. Click on “Choose” to select the location (C drive, My Documents, etc.)
2. Make sure all the boxes are checked in “Checking Options”.
3. Click on “Start Checking” which will run the report.

A window with the report summary will appear;

The report will be on the left side of the screen; the PDF will be on the right side.
The issues identified in the Detailed Report Section link to the object(s) in your PDF

1. Click “OK” to view the report.
2. The report will be displayed in a split screen.
3.
4.
document that need(s) to be corrected.
5.

repair any errors.

There are also Links in the Detailed Report Section which will guide you on how to
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o NIl {-DasicRaguiremantsX. pdf - Adoba Acrabat Professional
Fin Edt View Dooment Comments Fomes Toos Advenced Pgin Window Hep x

() comalepoF - ;i_;CmﬁwFlw- ‘;Ewlv é;.'jsn-:mum- i sene - syn e (8] o+ (5 v £ Comment -

e e e v ey = k

Aceesnibility Aepart a
Coeverting Word Desuments ta PDF
Accessibility Report =
R
Fiename. = el

NTH-BasicRe quirementsX. pdf

Checking Option
Adabe PDF

Use this report to identify potential accessibility emrors. Click on the link for each errer to highlight the
location of the error in the PDF He.

Report Contents

» Detoled Repaort

Detailed Report

Stracture Errors

= 4 Figure element(s) with no lternate text. (How to Add Alremate Text)
1 Mo alternate text for Fiqure
2. No sliernate text fior Figre
3. No altemale text for Figme

Coerrertiong Word Ducurmmnts bz POF

4. No alternate text for Figure

Summary

The checker found problems which may prevent the document from being fully accessible.

+ 4 Figure lement(s) with o altemate text. (How to Add Ahemate Text)

Hints for Repair

L) Adding Alternate Text

G. Tables

Tables converted from Microsoft Word will need to have the associated Tags edited.

Tables are designated as “Table” in the Tags panel. The detail of the table tag may be
displayed by clicking on the “+" to expand the lower level objects of the table.

Column/Row headers must be tagged to associate the data cells with the corresponding
column/row heading cells. This will provide column/row heading information for screen readers.

The table should also be ordered so it can be interpreted from left to right, top to bottom order.
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Fle Edi ‘iew Dorument Comments Forms Took Advanced ‘Window Help

&y = a0 =
i ;J Creste PDOF = EEJ Combine Files = @ Export = ﬁF‘J Shart Meeting - ﬁ Secure T ﬂ Sign - @ Forms ~ :? Review & Comment =

- Nem LT et = I
OdB0ee i a0 &ee- Hal-
X
Options =
E@Tags
EIE| <5ect > o o 5
akes ookies ies
£l Tabl
& <rebe> Chocolate Chip Lemon
=5 <recdy> Pound cake Oren Pecan
SES <TR> Caramel Fluff custard

25 <TH
B @ <Mormalz
T Cabes
<
= <THe
=5 <R
=2 (TR
== TR
@ <Normalz

Separate training will be provided for Table Tagging.

Adobe has both on-line information and a downloadable documentation on the tagging of PDF
documents.

H. Reduce File Size

Reducing the size of a PDF file will make it download faster.

If the file size has already been reduced it will be indicated in the “Document Properties”
window. In the lower right corner of the window “Fast Web Viewing” will show as “Yes”.
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Document Properties E|

Description iggr:_q[ilfy Fonts | Initial View | Custam I advanced |

Description

File: Lisa-Conwersion-Settings. pdf

Title: o

Author; [DHHS

Subject: |

Keywords:

Created:  12/3[2007 3:10:41 PM Additional Metadata. ..

Modified:  12{3/2007 3:10:44 PM

Application:  Acrobat PDFMaker 8.1 For Word

Advanced
PDF Producer:  Acrobat Distiler 5.1.0 {Windows)
PDF Wersion: 1.4 (Acrobat 5.x)
Location:  E:

File Size: 149,10 KB (152,683 Bytes)
Indicates Reduced
/ File Size

Page Size: 8.50x 118 Mumber of Pages: 2

Tagged PDF:  Yes Fast Web Yiew: Yes

To reduce the file size:

1. Close Document Properties window.

2. Select “Document” from the Main Toolbar in the Acrobat window;
3. Then select “Reduce File Size”.

4, In the drop down list, select “Acrobat 8.0 and later”.
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BlEiy=ae Comments  Forms  Tools  Adw

Header & Footer L4
Background L4
Watermark. L4
Insert Pages. .. Shifk-+Ckrl+1

Exftract Pages...

Replace Pages...

Delete Pages... Shift+CkrH+-D
Crop Pages... Shift+Cerl+T
Rotate Pages... Shift+CkrHR

37 Sean ta FOF...
Dptimize Scanned PDF
DiCR, Texk Recognikion L4

Reduce File Size...

Examine Docurment, ..
Add Bookmark Zhrl+E

& pttach aEile...

A dialog window for “Reduce File Size” will be displayed.

5. Click on “OK™.

6. You will then be asked to save the file.
7. Save your file.
Reduce File Size r§_(

Acrobat Yersion Compatibility;

Make compatible with; F'.I: and laker V|

Setting compatibility to later versions of Acrobat will
allovs greater reduction in File size,

(0] 4 l [ Cancel

You are now done! Your PDF is 508 compliant and ready to post.
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